ePROCUREMENT 8.8

SOURCE A REQUISITION ONTO A PO

This procedure takes the place of using the Requisition Selection page

(eProcurement | Buyer Center | Purchase Order Processes | Requisition Selection).

Use this procedure to place a requisition onto either a new PO or an existing PO. When you use
this method, requisitions instantly go to your PO (you do not have to wait 15 minutes for the
ZP_PO_PR process to run). This procedure also eliminates problems with this process that are
caused by using the Requisition Selection page.

You can, however, still use the Requisition Selection page to view requisition lines assigned to
you that you do not want to immediately put onto a PO. You should no longer use the
Requisition Selection page to source requisition lines onto POs as you did in the past.

Start by doing Step 1 OR Step 2. Then do Step 3.
Step 1. Create a new PO and copy a requisition onto it (Page 1)

Step 2: Copy a requisition onto an existing PO (Page 3)
Step 3. Select Requisition to put onto the PO (Page 4)

Step 1: Create a new PO and copy a requisition onto it

1. Navigate to eProcurement | Buyer Center | Manage Purchase Orders
2. Click on the Add New PO link
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eProcurement 8.8
Source a Requisition Onto a PO

e Click the Add button to create a new empty PO. A regular PO is then displayed.
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Add a New Value

Find an Existing Value | Add a New Value

e Enter a Vendor: Click the magnifying glass (O\) next to the Vendor box and select

LBNL-001 (LBNL Temporary Vendor) or search for the PO's final vendor, if you know it.

e Enter your Buyer ID.
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eProcurement 8.8
Source a Requisition Onto a PO

Step 2: Copy a requisition onto an existing PO

¢ Navigate to eProcurement | Buyer Center | Manage Purchase Orders

e Enter search criteria such as PO Number, Date From, and Filter By All.

e Click the Search button.

e Click on the PO Number you want to add the requisition to. The selected PO is displayed.
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Hint: You can also search for an existing PO number if you click the Add New PO link, click the
"Find an Existing Value" tab, enter a PO ID, and click the Search button. Here, you only need to
enter a PO ID and do not need to enter other criteria. This method, however, does not show
requisition attachments.

CONTINUE TO STEP 3 (NEXT PAGE)
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eProcurement 8.8
Source a Requisition Onto a PO

Step 3: Select Requisition to put onto the PO

e Click the Copy From drop-down arrow and click on Requisition. You are then taken to a
page that is similar to the Requisition Selection page.
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eProcurement 8.8
Source a Requisition Onto a PO

e Click the Search button. A list of requisitions assigned to you will be displayed.
Click the checkbox in the Sel column for each requisition line you want to copy to your PO.
(You must manually click each requisition line, unlike the Requisition Selection screen.)

e Jot down the requisition's Vendor Name and Vendor Location number (if any).
You will need to enter these onto the main PO page when you return to it in place of the
LBNL-001 Temporary Vendor.

o Click the Copy to PO button to copy the selected requisition lines to the PO.
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Notes:

If you do not want to copy any lines to the PO, click the Return to Main Page link at the top.

By default, only 50 requisition lines are displayed. Increase the Max Rows number to see
additional requisition lines.

There is currently no way to select all lines from a particular requisition. The Select All link will

select all lines from all requisitions. This may be useful if the majority of lines you want to select
are from one requisition. You must then uncheck the lines from requisitions you do not want.
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eProcurement 8.8
Source a Requisition Onto a PO

e You are taken to the back to the Maintain Purchase Order page.
e Process the PO as you normally do. Update prices, shipping terms, ModTable, etc.,

For New POs For Existing POs

Enter the Vendor that was on the requisition
or enter a more appropriate vendor

Click the Vendor Details link to enter the
Vendor Location and payment terms.

e Click the Approve () icon ¢ Click the Save button (the PO will change
e Click the Save button from Dispatched to Open)

(A PO number will appear) e Click the Approve (*) icon
e Click the Save button again
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